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INTRODUCTION 


Supplementary Exercises in Gregg Shorthand 
contains material for tdictation and reading 
practice to supplement the material in the 
Gregg Shorthand Manual. It will prove a 
valuable book, both for use in classes and 
for students studying by correspondence or 
without the assistance of an instructor. 

Shorthand Drills. — The shorthand drills 
consist of classified words and sentences 
covering the principles in the textbook. 
These should be assigned for outside study 
and should be read in class and used for 
repetition dictation and reading practice. 
Whefe the students are far enough advanced 
in typewriting they may be required to 
transcribe these exercises on the machine. 
It is not recommended, however, that students 
be permitted to do much work in transcribing 
this material in longhand. The greater part 
of the students’ time, both in the class and 
the study periods, should be devoted to 
reading and writing shorthand. 

Simple Business Letters. — Simple business 
letters are given at the conclusion of Lessons 
Six, Eight, Twelve, Sixteen, Eighteen and 
Twenty. It has been found that the reading 
and writing of simple business letters through¬ 
out the course is a great incentive to the 
student. It is excellent from the vocabulary 
building standpoint and is more interesting 
than devoting all the time to the reading and 
writing of disconnected words or sentences. 

In the selection and arrangement of all 
this material a special effort has been made 
to eliminate unusual words. In the sentences 
and letters no attempt has been made to 
incorporate the greatest possible number of 
words governed by a single principle. The 
object has been to give the student simple, 
interesting matter containing nothing in 
advance of the lesson studied. 

Sentence Drills. — Following the drills on 
Lesson Ten is a shorthand plate containing 
special sentences on the Abbreviating Prin¬ 
ciple, and on page 54 is a series of sentences 
on the wordsigns in type. This series con¬ 
tains every wordsign in the system. The 
Sentences on the Vocabulary are given follow¬ 


ing the letters on Lesson Twenty. These 
sentences will furnish material for special 
reading and dictation practice on these im¬ 
portant words and will serve to fix the short¬ 
hand forms in the student’s mind. 

Tests on the Principles. — The Tests on the 
Principles , beginning on page 46, may be 
assigned for preparation in the study period 
and may be written in class without reference 
to the textbook, or they may serve as the 
basis of a recitation, in which case the black¬ 
board may be used effectively in connection 
with them. 

Word Lists. — The Word List on the Prin¬ 
ciples, given in type, and the Review Word 
List in shorthand, on pages 52 and 53, will 
furnish an excellent general review of the 
important principles. The teacher may dic¬ 
tate this material and have the students 
write it in shorthand, afterwards filling in 
the longhand forms either on the typewriter 
or in longhand. This will give practice in 
writing from dictation and in transcribing 
disconnected words from the student’s own 
notes. The Review Word List in shorthand 
may be used as a transcription or a reading 
exercise. The words may be transcribed in 
columns on the typewriter and afterwards 
the shorthand forms may be filled in. 

In the preparation of these word lists no 
attempt has been made to eliminate words 
that are in the textbook. It is believed that 
there is greater value in practice on the 
common applications of a principle than in 
the formation of outlines of unusual or difficult 
words which the student will never be called 
upon to use in actual work. 

Drill Charts. — The Chart of the Alphabet 
gives a resume of the principles of the system 
and furnishes an interesting method of 
correlating the use of the different characters. 
After a class discussion of this chart the 
students may be required to reproduce it, 
or it may be used as a classroom blackboard 
exercise. 

The Wordsign Chart contains every word- 
sign in the system. The chart may be used 
in a variety of ways. The advantage of 
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the arrangement of the wordsigns in chart 
form is the avoidance of mechanical memory 
work on the part of the students. If the 
wordsigns are repeatedly dictated or read in 
the same order, the students will memorize 
the list by association of the words in a 
certain group without fixing the individual 
shorthand forms firmly in mind. By the use 
of the chart a different order may be followed 
each time. By beginning at the upper left- 
hand corner the words may be read down¬ 
ward or across, or downward on one line and 
upward on the next, or the beginning may be 
made at either of the other three corners. 
The students may be required to read from 
the chart, or one student may read while 
the others write from dictation, or the chart 
may be reproduced on the blackboard by 
the students from the teacher’s dictation. 
The teacher, by reading from this chart 
when dictating the wordsigns, will be able 
to check back the list for errors easily without 
following the same order on two successive 


dictations. Other ways of using this chart 
will suggest themselves to the ingenious 
teacher, or will be suggested by members of 
the class. 

The material in this book is flexible and 
any part of it may be used at any time, in 
the beginning course or in connection with 
review work. Students who have completed 
the manual will find that by going through 
this book thoroughly they will increase their 
reading and writing aWlity and fix important 
principles. Teachers may use Supplementary 
Exercises as the needs of the class and the 
time at their disposal permit. 

Shorthand Plates . — The shorthand plates 
in this book were written by Winifred Kenna, 
Georgie Gregg and Alice Rinne Hagar. Con¬ 
siderable difference will be found in the size 
and style of shorthand in these plates. This 
is, however, an advantage, as it is well for 
the student to become familiar with different 
styles of shorthand. 
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SENTENCES ON THE VOCABULARY —I 

Material sent in by Miss Helen Goodrich, Lyons Township High School, La Crange. III. 
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SENTENCES ON THE VOCABULARY — II 
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SENTENCES ON THE VOCABULARY — III 

Material furnished by Mr. A. L. Woodruff, Banks Business College, Philadelphia, Pa. 
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SENTENCES ON THE VOCABULARY — IV 


Material furnished by Miss Georgette Heeney, San Francisco, California 
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TESTS ON THE PRINCIPLES 

There have been many requests for a series of tests on the principles. In formulating 
the series, several points have been kept in mind. Care has been taken to avoid so far as 
possible the necessity for the writing in longhand of rules or principles. The greater part 
of the work to be done by the student in these tests is in shorthand. The words in the lists 
are not new words. They have been selected to illustrate the principles, and wordsigns have 
been included. It has been found that some students fail to recognize wordsigns unless they 
are labeled as such. In actual work they will, of course, never be so labeled. The sentences 
are all new sentences and they are intended to bring out the application of the principles 
illustrated in the preceding questions. The student, in selecting words to illustrate principles, 
should avoid using the words contained in the word lists or the sentences. Be sure to give 
both longhand and shorthand for all illustrations. 


TEST I 

1. Write two words illustrating the join¬ 
ing of circle vowels in each of the following 
cases: 

(a) Inside curves; (b) outside angles; (c) before 
a straight line; (d) after a straight line; ( e ) be¬ 
tween straight lines in the same direction; (/) 
between reverse curves. 

2. Show how the following are repre¬ 
sented : 

(a) Period; ( b ) dash; (c) hyphen; (« d ) inter¬ 
rogation; ( e ) parentheses; (/) end of a paragraph; 
( g ) capitalization. 

3. Write the shorthand forms for the 
following words, indicating the vowel mark¬ 
ings carefully: 

Can, train, rainy, cream, keel, tact, good, eagle, 
marine, ready, get, trick, hour, needy, game, 
rare, dark, clean, more, camera, trait, take, lack, 
green, would. 

4. Write the following sentences in short¬ 
hand: 

Earl will take a good aim. 

The marine will need the kit. 

Anna had the camera ready. 

More rain will kill the lily. 

Helen will knit a gray helmet. 

TEST II 

1. Write two words illustrating the ap¬ 
plication of each of the following rules to 
the downward consonants and circle vowels: 

(a) Inside curves; (b) outside angles; (c) before 
a straight line; ( d ) after a straight line; ( e ) be¬ 
tween reverse curves; (/) between an oblique curve 
and a straight line. 

2. Illustrate the rule for the placing of 
words with reference to the line of writing 


by writing the shorthand forms for the 
following words: 

Peach, chap, nap, grief, age. 

3. Write the shorthand forms for the 
following words: 

Before, cave, shall, gage, every, flash, believe, 
jail, about, cap, pave, appeal, cliff, brick, fear, 
beech, please, black, reply, flame, given, rave, 
little, cherry, teach. 

4. Write the following sentences in short¬ 
hand: 

I will give her a letter for Mr. Ralph Paine. 

He will cash the check at the market. 

He will not ship the grain for the enemy. 

The fleet may leave the pier any hour. 

Will the French shell the bridge from the valley? 

TEST III 

1. The O-hook is placed on its side before 
what characters? Illustrate by four words. 

2. Write the following words in short¬ 
hand, indicating the vowel markings: 

Beyond, coach, keep, blot, friend, shawl, call, 
blow, follow, shallow, hope, motto, known, cojnb, 
atone, tall, most, fob, plod, lock, glad, roar, public, 
told, very. 

3. Write the following sentences in short¬ 
hand: 

I will keep the pony for Nora Cobb. 

Paul will take the job at the dock if he can 
get it. 

John told me about the show. 

Jacob will chop the oak tree before he can 
load it on the boat. 

Mr. Foley will be a friend in need. 

TEST IV 

1. When is the OO-liook placed on its 
side? Illustrate by five words. 
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2. Write the following words in short¬ 
hand, indicating the vowel markings: 

Above, shoe, fully, whom, move, shut, could, 
duck, look, won, lucky, moon, cool, cup, jug, 
cult, world, muggy, where, numb, surely, flood, 
were, bucket, hump. 

3. Give one word beginning with each 
of the following: wa, we, wo, woo, ah, aw, 
wh, yo, ye, ya. 

4. Write two words ending in way and 
three other words illustrating the method 
of expressing w in the body of a word. 

5. Write the following sentences in short¬ 
hand: 

We will do all the work we can when you are 
away from home. 

If you will walk to the hotel, I will give you the 
book. 

You will cut your foot if you wade in the muddy 
brook. 

He would not curry favor from the haughty 
queen. 

The judge will not annul the decree. 

TEST V 

1. Write one word illustrating the join¬ 
ing of s to each of the following curves (a) 
without an intervening circle vowel and (6) 
with an intervening circle vowel: k, g, r, 
l, p, b, f, v. 

2. Write one word illustrating the join¬ 
ing of s to each of the following straight 
lines (a) without an intervening circle vowel 
and (6) with an intervening circle vowel: 
n, m, t, d, ch, j, sh. 

3. Write one word consisting of each of 
the following combinations: 

(a) A circle vowel and s ; ( b ) a circle vowel 

and th; (c) s and th and a circle vowel. 

4. Write one word in which th is joined 
to each of the following: o, r, l, oo, and 
(with an intervening circle vowel) k, m, n, 

t, p, f. 

5. Write two words beginning with so, 
two containing us without an angle and 
two containing us with an angle, two con¬ 
taining x, one containing ng, one containing 
nk. 

6. Write one word beginning with each 
of the following: com, im, en, ex. 

7. Write the following words in short¬ 
hand: 

Ask, serene, desire, saucy, inclose, save, course, 
sweet, list, story, threat, wrong, county, invasion, 
breeze, castle, long, sedate, speak, snag, instance, 
chance, receive, sift, such. 
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8. Write the following sentences in short¬ 
hand: 

I will paste the clipping in the book for you. 

Florence Harris will take a course in Red Cross 
work. 

Every spring Grace goes to Paris to get clothes 
for the store. 

Is there any chance of our going home early? 

Is there any way in which we can help you to 
get this motion before the Senate? 

TEST VI 

\ 

1. Write two words containing each of 
the following diphthongs: u, ow, oi, l. 

2. Write one word containing each of 
the following vowel combinations: eo, oe, 
oa, ia (long i), ia (short i), ea. 

3. Write the following words in short¬ 
hand: 

Allow, price, cameo, wife, toil, science, wish, 
driveway, ounce, wire, fuel, nephew, appoint, 
fight, pine, white, arouse, twice, scowl, voice, 
Syria, violin, bias, trio, shadowy. 

4. Write the following letters in short¬ 
hand: 

Dear Sir: I wish that you would write us about 
what you decide to allow us for the desks. We 
will apply this on the price of the new ones which 
we are planning to get before fall. 

Yours very truly. 

Dear Madam: We find that we are all out of 
the kind of hat wire you use. We are inclosing 
some that we think will please you. Please write 
us how you like it. Yours respectfully, 

TEST VII 

1. & 2. Write one word containing each 
of the following blended consonants: ten-den 
tem-dem, ent-end, emt-emd, def-dev-tive, jent - 
jend-pent-pend, men-mem, ted-ded-det, ses, xes. 

3. Write three phrases in which the 
blending principle is used and two words 
illustrating the use of the disjoined t to 
express ted, ded, ed, at the end of words. 

4. Write the following words in shorthand: 

Tenacious, condense, endure, freedom, gained, 
entry, defense, guided, to-day, spent, examine, 
omen, romance, cheapened, seated, cases, devotee, 
extension, want, to make, assist, vexes, motive, 
detection, went. 

5. Write the following sentences in short¬ 
hand: 

Is it your intention to exempt him from this 
work? 

Mr. Adams will attempt to devise a different 
system for grinding lenses. 
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Mr. Clayton will examine the leases to-morrow. 

It is now very late in the season for planting 
cotton. 

This month I plan to devote many hours to 
playing tennis. 

TEST VIII 

1. Write three words illustrating the 
reversing of the circle or loop to express r : 

(a) Before a straight line; after a straight line; 
between two straight lines in the same direction; 

( b ) between a horizontal and an upward character; 

(c) between a downward character and t , d, n , m; 

( d) between sh, ch, j , and l. 

2. Write three words illustrating the 
method of adding s to words ending in a 
reversed circle. 

Write three words in which s and two 
words in which th are written contrary to 
the usual method to express r. 

3. Illustrate the omission of r by 
writing: 

(a) Three words containing ar , er; (b ) three 
words containing or; (c ) three words beginning 
with war , wor . 

4. Write five words in which the re¬ 
versing principle is used to express l. 

5. Write the shorthand forms for the 
following words: 

Harm, daring, curt, Martin, hardly, Homer, 
grammars, water, sport, scattering, wormy, foulard, 
Gurtler, laughter, Willard, style, orchestra, inverse, 
word, surpass, merchandise, Charlie, until, warlike. 

6. Write the following sentences in short¬ 
hand: 

The soldiers are drilling at the armory. 

The brass lantern will tarnish very easily. 

The counsel for the defense may argue that 
the cartridges were blank. 

The lives of these swimmers are in jeopardy 
because of the swift current. 

The farmers will heartily indorse this plan to 
ward off starvation. 

TEST IX 

1. Write all the wordsigns from dicta¬ 
tion. Transcribe these shorthand forms into 
longhand columns, writing twenty-five words 
to a column, four columns to a page. 
Afterwards fill in the shorthand outlines 
without reference to the original word list. 
Correct these shorthand forms and repeat 
the exercise until you can write the entire 
list without error. 


2. Write the plural of the following 
wordsigns: 

System, trust, industry, correspond, accept. 

3. Write the following sentences in short¬ 
hand: 

I agree that we should arrange to advertise in 
this newspaper again. 

We must avoid bringing this credit correspond 
ence before the corporation. 

The clerk will make a correct copy of this 
acceptance. 

We will mail you a duplicate invoice covering 
this charge. 

The doctor has not had enough experience for 
this difficult Government work. 

It is important that an improvement be made 
in the office immediately. 

The principal’s object in having the pupils copy 
the mortgage is to improve the quality of their 
work on the typewriter. 

The railway official reports that the records 
of that recent meeting were satisfactory. 

The suggestions about the stock are significant, 
and we regret that we did not receive them 
yesterday. 

This strange story was of value to the jury in 
forming their opinion. 

TEST X 

1. Write the shorthand forms for the 
following compound words: 

However, anywhere, elsewhere, whereas, 
everybody, sometime, beside, therewith, hereon, 
within. 

2. Illustrate the method of indicating 
the past tense of abbreviated words by 
five illustrations and write five words show¬ 
ing how the terminations er , or, ary and ory 
are expressed. 

3. Write three words in which the re¬ 
versing principle is used to add er to a word- 
sign. Write two words beginning with 
after and two beginning with out. 

4. Write ten words illustrating the ab¬ 
breviating principle. 

5. Write the forms for the days of the 
week and months of the year in shorthand. 

6. Illustrate the method of expressing 
the following after numerals: 

Dollars, hundred, thousand, million, billion, 
pounds, gallons, barrels, bushels, feet, francs, 
hundredweight, o’clock. 

7. Write the shorthand forms for the 
following: 

A hundred, a gallon, a dollar, a pound, few 
hundred dollars, several thousand dollars, $2.60, 
25 cents, 3§ per cent, 6 per cent per annum. 
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8. Write the following sentences in short¬ 
hand : 

The advertiser returned the copy for the direc¬ 
tory at four o’clock Monday afternoon. 

Everybody will have cause for thanksgiving 
when the war ends. 

The stores will not be opened on Saturday 
during June, July and August. 

The customer decided that a dollar a pound 
was too high a price for the tea. 

The prominent educator is preparing a series 
of popular talks on the causes of poverty. 

, TEST XI 

1. When is to expressed by t in phrases? 
Give three examples. 

2. When is the word as expressed by 
s in phrases? Give three examples. 

3. How is been expressed in phrases? 

Give three examples. 

4. How is able expressed in phrases? 

Give three examples. 

5. How is had expressed after pronouns? 
Give three examples. 

6. When is do not expressed by dn? 
Give three examples. 

7. How is don't expressed in phrases? 

Give three examples. 

8. Write phrases illustrating the con¬ 
tracted form for writing is not, was not, 
isn't, wasn't. 

9. Write phrases showing how the following 
words are modified: 

Ago, early, few, him, hope, sorry, want. 

10. Write phrases illustrating the omission 
of of the, from and to, after, by. 

11. Give five words after which to may be 
omitted. Give one example of each. 

12. Write the following special business 
phrases: 

Dear Mr., Yours sincerely. Very sincerely, 
Cordially yours. Very cordially yours, Very 
respectfully, We are in receipt, I am in receipt 
of your letter. 

TEST xn 

1. Give three words in which the minor 
or unaccented vowel is omitted and two 
words in which the circle is omitted in the 
diphthong u. 

2. Before what characters are short u 
and ow omitted in the body of a word? 
Give three examples. 

3. Give one word in which the vowel 
is omitted in the following prefixes: be, de, 
re, dis, mis . 


4. Give one word beginning with each 
of the following: per, pur, pro. Give two 
words ending in age. 

5. Give three words in which short u 
or oo is omitted between r, l and sh, ch, j. 

G. Give one word with each of the fol¬ 
lowing terminations: tition, tation, dition, 
dation, nition, nation, mission, mation. 

7. Give three words in which a vowel 
is omitted between reverse curves. 

8. Give two words in which a hook 

vowel is omitted between t, d, r, l and p, b. 

9. Give two words in which a circle 

vowel is omitted between p, b, and a hori¬ 
zontal or upward character. 

10. Before what letters is d omitted? Write 
admire, advise, advance, and one phrase 
containing each. 

11. Give three words in which t or d is 
omitted at the end. 

12. Give three words containing Id. 

13. Write the shorthand forms for the 

following words: 

Disagree, disappoint, misfortune, purpose, 
punctual, progress, responsible. 

TEST xm 

1. Give one word beginning with each 
of the following joined prefixes: 

Al, ul, com, cog, em, in, ex, aux, ox, for, fur, sub. 

2. When is the initial vowel written in 

words beginning with em, im, en, in, un? 

Give five examples. 

3. Illustrate the method of distinguishing 
between positive and negative words. 

4. Give one word beginning with each 
of the following compound joined prefixes: 

Incon, uncon, unim, unfor, inex, infor, recon, 
miscon, precon, discon. 

5. Write the shorthand forms for the 
following words: 

Also, although, candy, forget, furnish, fore¬ 
head, submit, sublease, subagent, oxygen, con¬ 
vince, comfort, recognize, exaggerate, committee, 
compare, complete, connect, economy, energy, 
excellent, express, independent, individual, sub¬ 
ject. 

6. Write the following sentences in short¬ 
hand: 

Each individual should make an effort to 
exercise economy. 

I have no words at my command to express 
the confidence I feel in Congress. 

The committee reached the conclusion that 
the explosion in the subway was inexplicable. 
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The ensign confessed that he was responsible 
for the misconduct of his comrade. 

The commercial club received a communication 
on the subject of the commission form of govern¬ 
ment. 

TEST XIV 

1. Illustrate the tr principle by writing 
one word beginning with each of the follow¬ 
ing disjoined prefixes: 

Contr-, constr-, extr-, excl-, intr-, intel, instr-, 
retr-, restr-, detr-, distr-, electr-, alter, ultra, centr-, 
later, liter, matr-, metr-, nitr-, nutr-, patr-, petr-, 
ostr-, abstr-, obstr-. 

2. Write one word beginning with each 
of the following compound disjoined pre¬ 
fixes: 

Uncontr-, incontr-, uninter, unintel, inextr-, 
misinter, concentr-, indestr-. 

3. Illustrate the method of forming deriva¬ 
tives of words ending in ct by writing two 
words with each of the following endings: 

Cted, ctor, ctive. 

4. Write the following sentences in short¬ 
hand: 

He should not have interrupted the interview 
by introducing an extraneous subject. 

It is extraordinary that the merchant from 
Australia should become a patron of literature 
in this country. 

In the metropolitan district the electric cars 
were obstructed by the heavy snow. 

The use of an electrical heating contrivance 
would materially decrease the distress caused 
by lack of fuel. 

The position of the patriot in the controversy 
was misinterpreted by his illiterate audience. 

TEST XV 

1. Write one word beginning with each 
of the following disjoined prefixes: 

Aggra, anta, inch, decla, recla, hydra, magna, 
multi, over, under, para, post, self, circum, super, 
short, ship, trans, suspi. 

2. Write one word beginning with each 
of the following compound disjoined pre¬ 
fixes: 

Untrans, disincli, self-inter, unself, unpara, 
self-contr-, unsuspi. 

3. Write the shorthand forms for the 
words misunderstand and misunderstood and 
three phrases in which this principle is 
extended to understand and understood . 

4. Give the longhand and the shorthand 
forms for twelve words which are expressed 


by prefixal forms placed over the following 
word. 

5. Write the following sentences in short¬ 
hand: 

Mr. McKenzie wrote a short paragraph on a 
postal card in shorthand. 

The increase in postage rates will overbalance 
any increase in circulation. 

Senator Smith will try to suppress the circular. 

We are inclined to overlook his shortcomings 
because we understand the circumstances. 

It is of paramount importance that everything 
should be in shipshape order for transporting the 
troops. 

TEST XVI 

1. Write one word ending in each of 
the following joined suffixes: 

Able, pie, cribe, cription, fleet, flection, ful, less, 
ment, ness, pose, position, pute, putation, pire, 
quire, quest, quisite, self, selves, suit, sume, sure, 
jure, sion, cient, ciency, worth, worthy. 

2. Write the following sentences in short¬ 
hand: 

We assume that the result of this efficiency 
measure will be successful. 

The payments on this investment must be 
made with reasonable promptness. 

His request that we inquire for the patient 
reflects his thoughtfulness. 

He himself may aspire to an appointment as 
consulting counsel. 

The proposition as to the disposal of the wire¬ 
less apparatus met with no opposition. 

TEST XVII 

1. Write one word containing each of 
the following disjoined suffixes and their 
derivatives: 

Ingly, ington, ingham, bility, ification, gram, 
mental, ship, hood, ward, ical, itis, ulate, ulated, 
ulator, ulation, ulative. 

2. Write the following sentences in short¬ 
hand: 

It is exceedingly important that a modification 
should be made in the stipulations of the ulti¬ 
matum. 

There is every likelihood that this speculation 
will result in an upward trend of the stock market. 

It is a gratification to hear that a former 
member of the clerical force received the reward 
for the best article on the classification of corre¬ 
spondence. 

The ornamental monogram on her bag served 
as an identification for Mrs. Harrington. 

The plausibility of the argument in favor of 
a township high school was strikingly effective. 
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TEST XVIII 

1. Write one word containing each of 
the following disjoined suffixes and their 
derivatives: 

-Rity, -lity, -city, -vity, nity, -mity, ernity, -stic, 
-tic, -tics, -tical, -tically, -ntic, -ntically, egraph, 
egraphy, egrapher, ograph, ography, ographer, 
ographic, -logy, -logical, -logically, -logist, -logian. 

2. Write the following sentences in short¬ 
hand : 

A familiarity with geography and biography 
will be of service to a stenographer. 

The theologian replied to the attack of his 
critic with dignity. 

The telegrapher worked energetically and thus 
gained popularity. 

In this, vicinity journalistic publicity may 
be secured with facility. 

The authority on ornithology responded with 
alacrity, but his remarks were received with 
incredulity. 

TEST XIX 

1. Give three phrases illustrating each 
of the following principles: 

Omission of words, intersection, indication of 
ing. 

2. Give one phrase illustrating the modi¬ 
fication of each of the following words: 

Week, possible, sorry, mail, course, fact, sure, 
please, present, class, again, account, thank, order, 
city, department, avenue, company, us, holder. 

3. Write the following sentences in short¬ 
hand: 

I am of the opinion that an indemnity policy 
is a first-class investment. 

Of course it is out of the question to fill your 
order by return mail, but we will do so as soon as 
possible. 

At the meeting last week the stockholders 
of the insurance company appointed a general 
manager. 

In order to prepare a bill of particulars for 
my client I should like to have this information 
with the least possible delay. 

We are sorry to report that the market price 
of this article has been advanced and to call your 
attention to the fact that the supply in the city 
of Chicago at the present time is limited. 


TEST XX 

1. Give the shorthand forms for all of 
the initials. 

2. Indicate another method of writing 
initials by giving two examples. 

3. Write the names of the states and 
territories from dictation and follow each 
shorthand outline by the correct longhand 
abbreviation. 

4. Give the shorthand forms for the fol¬ 
lowing cities: 

New York, Philadelphia, St. Louis, Cleveland, 
Detroit, San Francisco, Cincinnati, New Orleans, 
Los Angeles, Kansas City, Seattle, Rochester, 
Denver, Atlanta, Syracuse, Fall River, Nashville, 
Spokane, Hartford, Worcester. 

5. Write the name of one city with each 
of the following endings: 

Burg, ville, field, port, ford, town, ton. 

6. Give three examples of the joining 
of the names of states and cities and three 
of the method of writing state of before 
a state name. 

7. Indicate the method of expressing the 
terminations n-ment , gency , and sive by three 
examples of each. 

8. Write the shorthand forms for the 
following words: 

Northern, western, southwestern, northeast, 
northwestern, southeastern, southwest quarter, 
favorable, careless, immigrate, payee, Lehigh. 

9. Answer the following questions in short¬ 
hand, making each answer a complete 
sentence: 

What is the largest city in this country? 

Where is the capital of the United States located? 

Name the capitals of the following states: 
Ohio, Delaware, Illinois, Oregon, Texas. 

Of what state is each of the following cities 
the capital: St. Paul, Trenton, Indianapolis, 
Atlanta, Denver? 

Name one city noted for each of the following 
articles: Furniture, silk, flour, automobiles, rubber 
goods. 

Name three cities near which army camps 
are located. 

Name three cities near which navy yards arc 
located. 

If you should take a trip, to what large city 
would you like to go and what would you wish 
to see there? 
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1. Take, rail, mean, lake, acre, rainy, treat, 
cream, grim, linen, well, eagle, camera, good, more, 
ticket, would, I-cannot, it-will-not, I-would-not, 
clean, dreary, green, tattle, Erie. 

2. Fail, frame, knave, chief, effigy, pave, bait, 
play, peach, catch, pledge, brief, calf, crash, chill, 
heavy, market, gave, check, every, belief, in-reply, 
please-ship, I-have-not, I-would-be. 

3. Taught, loaf, fraud, ball, shallow* lodge, 
motto, aroma, known, comb, omit, atone, drawn, 
tall, beyond, care, company, friend, most, pub¬ 
lish, in-favor, in-regard, I-told, on-behalf, of-which. 

4. Took, shove, shook, cuff, puff, dug, tough, 
chuckle, muff, mug, gull, weave, wall, wool, quick, 
awake, whack, yawn, year, yet, above, could, 
look, upon, what. 

5. Face, same, sage, these, throw’, moth, 
sorrow’, sod, vicious, breathe, fix, rank, convey, 
emboss, explode, everything, sayings, easily, 
fashion, death, hustle, inclose, other, such, them. 

6. Cow, annoy, sky, try, ripe, guide, adjoin, 
scout, apply, invite, snowy, lion, science, ammonia, 
riot, behind, point, new r , wire, write, Dear-Sir, 
Your-kind-letter, Dear-Madam, Very-truly-yours, 
Yours-respectfully. 

7. Paint, bond, tenant, intention, latent, 
kingdom, Indian, happened, defense, mention, 
passes, examine, romance, waited, annexes, sus¬ 
tain, demanded, to-day, assist, attention, devote, 
endure, native, all-my-time, ought-to-know. 

8. Art, tardy, garden, farm, Charles, dares, 
sermon, concert, thirty, cashier, margin, argue, 
certain, perversity, learn, lantern, ordain, sort, 
warn, style, mails, determine, merchandise, or¬ 
ganization, word. 

9. Acceptance, advertise, beauty, capital, 
character, cover, dollar, educate, experience, 
industry, occupation, quality, remark, significant, 
strange, throughout, truth, value, wonder, young, 
respects, names, carries, nearly, kindly. 

10. Anyone, whatever, therefore, elsewhere, 
sometimes, within, wanted, directory, customary, 
longer, afterthought, outside, answer, cancel, 
eminent, frequent, matter, similar, arrive, loyal, 
to-night, Friday, August, a-dollar, five-per-cent. 

11. To-be, to-receive, as-well-as, as-long-as, 
I-have-been, it-has-been, wdll-be-able, we-had, 
you-do-not-know r , you-don’t-know% in-reference- 
to-the-matter, in-the-w r orld, there-was-not, early- 
reply, few-days-ago, we-hope, I-am-sorry, you- 
want, end-of-the-week, from-day-to-day, day- 
after-day, day-by-day, on-the-question, Cordially- 
yours, Sincerely-yours. 

12. Ratio, continue, come, depend, revise, 
distance, pursuit, manage, solution, station, 
omission, scholar, attract, adoption, rapid, adverb. 


detect, resist, building, benefit, distinguish, dis¬ 
agree, disappointment, progress, purpose. 

13. Also, ultimate, combine, cognate, candi¬ 
date, comedy, unjust, unequal, expel, oxalic, 
investigate, fortune, furnish, submit, subordinate, 
subeditor, comfort, recognize, inconsistent, ac¬ 
complish, commerce, connect, enable, unable, 
energy. 

14. Contribute, construction, extravagant, ex¬ 
clamation, introduce, instrument, retrospect, re¬ 
straint, detract, electric-light, nitric, central, 
lateral, literal, material, metropolis, alternation, 
petrol, pattern, neutral, Australia, abstract, active, 
effected, concentration. 

15. Agriculture, antecedent, include, declaim, 
recline, hydrant, magnificent, overlook, under¬ 
take, parallel, postal, improvement, circular, 
supreme, shortcomings, shipshape, transfer, self- 
control, misunderstood, enter-into, over-the, sus¬ 
pense, under-this, alter-that, Senator Lodge. 

16. Irritable, example, describe, description, 
confliction, useful, cement, friendless, suppose, 
proposition, disposal, inspire, acquire, request, 
requisite, result, resume, pressure, efficient, pro¬ 
ficiency, praiseworthy, impatiently, requirement, 
missionary, complimentary. 

17. Wamingly, Wellington, Dillingham, advis¬ 
ability, cablegram, ornamental, ownership, 
neighborhood, towards, article, chronicle, ap¬ 
pendicitis, modulated, stimulation, technical, 
exceedingly, legibility, pilgrim, classification, 
sentimental, onward, reward, physical, populated, 
speculator. 

18. Majority, sincerity, punctuality, capacity, 
brevity, vicinity, humanity, dignity, majestic, 
eternity, artistically, systematic, theoretical, At¬ 
lantic, telegraph, photograph, geography, theology, 
theologian, security, publicity, critic, romantic, 
entomology, telegraphy. 

19. In-order-to-see, sooner-or-later, up-to-the- 
time, I-would-like-to-know, bill-of-particulars, 
do-you-mean-to-say, some-time-or-other, Cham- 
ber-of-Commerce, Board-of-Education, New- 
York-Central, General-Manager, giving-us, mail- 
ing-you, next-week, few-weeks-ago, as-near-as- 
possible, at-your-earliest-convenience, as-a-matter- 
of-course, in-point-of-fact, on-the-present-occasion, 
your-order, credit-department, express-company, 
policyholder, over-and-over-again. 

20. Nebraska, South Carolina, Rochester, Pat¬ 
erson, Evansville, Oxford, Charleston, Boston, 
Massachusetts, State-of-New-York, southwest- 
northeast-quarter, careless, assignment, urgency, 
intensive, California, Minnesota, Oregon, Ken¬ 
tucky, Utah, Philadelphia, Baltimore, Omaha, 
Syracuse, Kansas City. 
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SENTENCES ON THE WORDSIGNS 

\These sentences contain every wordsign in the system .] 


We shall ask our agent to allow you more 
time on this bill. 

Will your friend assist this firm in the 
publication of the new reference book? 

Most of his time after business hours 
was spent in work upon this correspondence 
course. 

Please write the company fully about 
the advantage of advertising in our news¬ 
paper. 

Looking out of the car window they saw 
the hills high above them. 

I believe that there is much behind his 
desire for a change in the organization. 

How can you determine the difference 
between the use of these vowels? 

I have never been beyond that little 
house at the end of this long road. 

The gentlemen are here to collect money 
in behalf of that war work their society is 
carrying on. 

Yes, it is our belief that our cause is right 
and that we shall surely win. 

This price will apply to all books bound 
before the first of next month. 

I am in favor of giving a check large 
enough to cover the mortgage. 

Any date during the season will be satis¬ 
factory to my wife. 

The body of business men will see the 
advantage of improving the city government. 

The corporation will have your stock 
certificate ready by to-morrow if your clerk 
will call at their office. 

Mr. Thomas won a point in his speech 
when he gave the opinion of that expert. 

Can you name a definite instance in which 
this system of teaching was at fault? 

Do you think he will care because we 
could not keep the list in the form he told 
us to? 

Did you find you could devote some time 
every day to copying letters and other 
business forms on the typewriter? 

Why endure this difficulty when you can 
avoid it? 

The judge will consider it has become his 
duty to accept this trust. 

The principal may differ with the pupil 
on this particular question. 


The truth is that it is always difficult 
to get capital for a new industry. 

You must follow a different custom if 
you desire to exert a great influence for 
good. 

The other side would not acknowledge 
to the jury the existence of a full record 
of this speech. 

What else shall I inclose in the letter to 
Messrs. Smith and Jones? 

How far did you fall and what was the 
effect? 

I am glad that he will represent us in that 
territory. 

If the market should ever go up, it will 
put this firm out of business. 

He took her hand in friendly greeting. 

He waited for an instant before sending a 
reply. , 

I like that kind of light. 

In a week we may be given an order to 
organize a unit and appoint a leader. 

Where will you go when you move again? 

If I were you I would not refer in public 
to this charge before we publish it in the 
newspaper. 

I wish that the quality of this merchandise 
were better in one respect. 

The merchant says that he is sure we can 
arrange to grant the credit. 

The agent will show clearly the real object 
of this kind of insurance. 

I regard this suggestion as very important. 

You will oblige me if you wait while we 
correct the invoice. 

The railway will deliver the wheat direct 
to the ship. 

Our correspondence shows that you usu¬ 
ally wait until you stock is low before 
placing an order. 

We may want a small quantity of strong 
wire for future use. 

The thing for immediate consideration, 
then, is how to make an improvement in 
the state government. 

I wonder why he did not accord you a 
hearing on that occasion. 

We went to the railroad office to tell 
them that if they could not ship those goods 
soon, they would have to insure them. 
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I will speak to your acquaintance about 
the significance of this recent report. 

I regret that I did not receive a remittance 
from you yesterday. 

I suggest that you bring your books as 
usual. 

The importance of doing his work well 
should be made clear to every young pupil. 

Quality is more important than quantity. 

I will mail the acceptance to you to¬ 
morrow without fail. 

I wish that you would thoroughly ac¬ 
quaint him with his part. 

You will agree that beauty of arrangement 
should determine the value of this work. 

The strange character of his occupation 
brought him great wealth. 

With his long experience Dr. Hill should 
occupy an official place. 

You may either mail a dollar bill or remit 
by draft. 

He got a significant reply from the insur¬ 
ance corporation. 

Please return the duplicate invoice imme¬ 
diately. 

It is a thorough satisfaction to educate 
pupils to earn their living. 

The name of this book is “Fear God 
and Take Your Own Part.” 

The stand you have taken, sir, should 
satisfy your friends throughout the world. 

Can you use the word “accordance” in 
a sentence? 

We will thank you to accord respectful 
attention to the remarks. 

We respectfully refer you to the law 
governing these three points. 

His strength is gone, but his spirit remains. 

You should consider the principle which 
governs this case. 

Why did you let such a letter go out from 
this office? 

In corresponding with this merchant I 
find that he did not receive the goods on 
time. 

Where else could such a state of affairs 
exist? 

The government agent will acknowledge 
the advantage of this arrangement with the 
new publication. 

If the merchant will advertise his merchan¬ 
dise in the daily newspapers, he should experi¬ 
ence no difficulty in selling his stock. 

Please bill these goods direct to the cor¬ 
poration and send a duplicate, invoice. 

The clerk will find the correspondence and 
bring it to your office immediately. 


If you have enough capital, why not organ¬ 
ize a company to carry on this business? 

If you are considering a change in occupa¬ 
tion, I suggest that you arrange to call on 
Mr. Hall soon. 

I am again calling the attention of each 
pupil to the importance of covering every 
part of his work thoroughly. 

When I write to your friend to-morrow I 
shall make it a point to give him full par¬ 
ticulars about your value to this firm. 

When I return in the fall I shall devote 
much time and attention to getting this book 
ready for publication. 

This society will appoint these three young 
gentlemen to make the official report. 

It is strange that the judge should take 
such a stand in making his charge to the jury. 

If you will agree to accept the draft, we 
shall consider it a favor. 

Please take this correspondence and make 
one correct copy of every letter on your type¬ 
writer. 

Why did you change the date on the check 
without being told? 

We cannot make a satisfactory report to 
the Government while you are behind with 
your records. 

His wife will go to the state capital to make 
a speech in favor of the new draft bill. 

Every agent should keep a list of all those 
who own cars in his territory. 

If you believe that the new course will be 
of value to you, you should plan to take it 
up immediately. 

If you will assist in the war work, please 
send your name to this organization. 

The certificate which you desire cannot be 
granted until you reply to the list of questions 
we sent you. 

I regret that he shows such a lack of respect 
for God. 

Did you receive a small remittance yester¬ 
day for the goods which you sent Dr. Day 
on credit? 

You must insure this house and make these 
improvements before I will agree to occupy 
it. 

I trust that the truth of your remarks will 
have an influence for good on the character 
of those who hear them. 

If you would avoid having difficulty about 
this mortgage, the first consideration should 
be the carrying out of these orders. 

The cause of putting this new system in 
use will be to determine the quantity of work 
which each clerk can turn out. 
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